Audit Manager

Directors/
Office Chiefs

v

Identify any audit
needs and pass to
the Audit Manager

(See Note 1)

MANAGEMENT SYSTEM INTERNAL AUDIT INCLUDING AUDIT
CORRECTIVE ACTION AND FOLLOW-UP

Dryden Flight Research Center
DCP-X-005
Revision: C
Objectives:
-to determine if Dryden's Management System is effective
-to find opportunities to improve the existing system
-to maximize usage of resources by planning audits based on previous
audit results
-to provide system data for the Management System Review Board
-to implement an escalation system when corrective action is not

vovy

Complete / amend
Audit Plan on an
annual basis,
following
consultation with
directors / office
chiefs. Determine
the frequency/
priority of audit
based on:

- importance of an
activity to DFRC

- previous findings
- evidence of
nonconformance
-DFRC
management
requests and
determine the

objective and scope

of each audit

Issue the approved
Audit Plan to all
Directors/Office

Chiefs, and publish
the plan on the
MSSO Web page

(See Note 2)

>

taken

Electronically Approved by:
Associate Director

Note 1:

Managemeljt UNPLANNED AUDITS
Representative -Directors and office chiefs may
request unscheduled audits (verbally or
in writing) to the audit manager, at any
. time. The audit manager shall amend
) ]

Sl No the audit plan to accommodate the
request. All changes to the audit plan
shall be approved and signed by the

Yes management representative. Directors
‘ and office chiefs will be notified of the
change.

Sign/date Audit

Plan
Note 2:

-Requests for waivers deviating from

¢

v

Two weeks prior to
audit, select trained
auditor(s) and
coordinate audit
visit with
auditee(s).

v

Record auditors'
names on audit
schedule and issue
to Directors/Office

Chiefs and auditors

(See Note 3)

the annual Audit Plan must be
submitted in writing to the approving
official of this DCP.

Note 3:

-Changes to the monthly audit
schedule can be negotiated with the
Audit Manager but the audit must be
completed within the time span of the
audit schedule.

CHECK THE MASTER LIST at
http://xnet.dfrc.nasa.gov/iso9000/
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Audit Manager

Develop or arrange
for a Checklist for
each audit

v

Brief the lead
auditor of the

Contractor / DMS Auditor

Five work days
prior to the audit,
confirm the audit

-objective
-scope
-auditee/areas
-dates & times
-checklist details
-reporting
requirements

Review database

arrangements with
the auditees and
team members

v

Brief the team
member(s) and
conduct audit,
verbally report
findings to auditee
management
(See Note 4)

v

Forward completed

entries for
accuracy and checklists/audit
completeness notes and Audit
(See Note 5) Report to Audit
Manager and enter
V nonconformance(s)

Discuss any Audit
Report finding
concerns with

MSSO Program
Manager.
File checklist/audit
notes and Audit
Report

v

Inform the Director or
Office Chief via

into database

Directors/Office Chiefs

e-mail that the
nonconformance they
are responsible for
investigating /
resolving is
accessible on the
NCR database and
request completion of

Designate the
person responsible
to complete the
corrective action to
be taken and
complete Part 2 A of
NCR database

DCP-X-005
Revision: C

Note 4:

Observations may be discussed with the
auditee, but will not be formally
documented. Only nonconformances
supported by objective evidence will be
documented.

Note 5:

-Nonconformances raised by external
audits documented on forms other than
DFRC forms shall be entered into NCR
database. Inform the directors and office
chiefs via e-mail that the nonconformance
they are responsible for investigating
and/or resolving is accessible on the NCR
database.

Person Designated
by Directors/Office
Chiefs

Part 2 within
15 working days
(See Note 6)

Note 6:

-The Audit Report is distributed via e-mail
to all Directors/Office Chiefs after those
with nonconformances have been
informed.

CHECK THE MASTER LIST at

http://xnet.dfrc.nasa.gov/iso9000/

>

Investigate to
determine root cause
and develop a
corrective action plan
by completing &
electronically signing
Part 2 B, C, & D of
the NCR database

v

Notify the
Director/Office Chief
the corrective action

plan is ready for
review

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE
PRINTED DOCUMENTS ARE FOR REFERENCE ONLY




DCP-X-005 Directors/Office Chiefs

Revision: C

Review corrective
P action plan for ¢
appropriateness

Satisfactory?

Person Designated
by Directors/Office Chiefs

Carry out / initiate
immediate
corrective action
(quick-fix) and
further, longer term
corrective action to
prevent a
recurrence

Electronically sign
and date Part 2 E
of NCR database

v

Audit Manager

Check NCR
database daily for
completed ¢
corrective action
plans

Management System Support
Office Program Manager

Action Plan
received in 15
days?

Discuss NCR with
Director/Office Chief to
ensure timely corrective
action plan response for

the issued NCR

Management

Contact Director/Office '
Representative

Chief for status. If >

status is not received
within 2 weeks, inform
MSSO, program
manager

Ensure timely action
is taken by
directors/office
chiefs and inform

Timely action
taken?

the audit managers
to review the
corrective action
plan for
concurrence

Inform Audit
Manager to review
corrective action
plan for concurrence

oncur with
corrective
action plan?

—No

Yes

Allocate a trained
independent auditor
to conduct a
follow-up audit.
(This shall be at a
time dependent on
the nature of the
action / evidence
generation,
normally within 30
working days of
corrective action
completion.

CHECK THE MASTER LIST at
http://xnet.dfrc.nasa.gov/iso9000/
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Auditor

audit

Conduct follow-up

Is the
corrective action
effective?

Complete &
electronically sign
Part 3 of the NCR

Audit Manager database
Yes orrective : # .
action Notify Audit
effective? Manager that follow
up has been
No completed

Discuss NCR with
Director/Office
Chief to ensure

effective corrective

action

Corrective
action
resolved?

Management System Support

Office Program Manager

Discuss NCR with
Director/Office

Inform the MSSO

Program Manager

of unsatisfactory
action.

Close out the NCR
by completing the

v

Review NCRs
prior to Dryden
Management
System Board
meeting, for the
number & nature of
NCRs for adverse

improvements.
Raise Opportunity
For Improvement
Reports as
necessary per

NCR database. <

P Chief to ensure
effective corrective
action

Corrective
action
resolved?

Inform Audit
Manager to close
out NCR

DCP-X-005
Revision: C

Management
Representative

Ensure effective
corrective action is
taken and inform
audit manager to
close out NCR

or positive trends, '
repetition &

DCP-X-003

CHECK THE MASTER LIST at

http://xnet.dfrc.nasa.gov/iso9000/
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http://xnet.dfrc.nasa.gov/IsoDocs/approved.links/DCP-X-003.pdf

DOCUMENT HISTORY PAGE DCP-X-005
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This page is for informational purposes and does
not need to be retained with the document.
DATE APPROVED ISSUE PAGE __AMENDMENT DETAILS
1/4/99 Baseline
4/12/99 Rev A All Modified signature block from "Approval” to "Electronically Approved by" on

page 1. Maodified blocks 2 & 3 of "Audit Manager" and added block 4 on page 1. Changed "Schedule" to "Audit Plan" in block 2 of
"Management Representative" on page 1. Deleted "verbally" from block 2 of "Audit Manager" on page 2. Maodified block 1 & 2 of
"Contractor/DMS Auditor" on page 2 and deleted block 3. Modified block 3, 4. & 5 of "Audit Manager" on page 2 and added Note 5.
Changed the word "Review" to "Check" in block 1 of "Audit Manager" and modified block 3. Added responsibilities to the "Management
System Support Office Chief" on page 4. Modified blocks 3 & 5 and deleted block 4 of "Audit Manager" on page 4.

9/20/99 Rev B All Page 1: rewrote Note 2 and block 3 of "Audit Manager". Page 2: rewrote

Note 3, blocks 2 & 3 of "Contractor/DMS Auditor”, blocks 3 & 5 of "Audit Manager", and block 1 of "Person Designated by
Directors/Office Chiefs"; modified block 4 of "Audit Manager" and block 1 of "Directors/Office Chiefs"; and added block 2 of "Person
Designated by Directors/Office Chiefs". Page 3: modified block 1 of "Directors/Office Chiefs" and blocks 3 & 4 of "Auditor"; rewrote block
3 of "Directors/Office Chiefs" and blocks 1 & 2 of "Audit Manager"; added block 2 of "Auditor". Page 4: modified blocks 4 & 5 of "Audit
Manager", block 3 of "MSSO Program Manager", and block 1 of "Management Representative"; changed title of "MSSO Office Chief" to
"MSSO Program Manager".

See IDMS Document Master List Rev C All Page 1: Added new Note 2 & 3, renumbered remaining notes, and
modified block 2 & 4 of "Audit Manager". Page 2: Added new Note 6. Page 3: Added responsibilites for "Person Designated by
Directors/Office Chiefs", and added blocks 3 & 4 of "Audit Manager". Page 4: Added link to DCP-X-003.



